«APPLICATION FOR RECORDS DIS!;OSITION STANDARD
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INSTRUCTIONS: Prepare in dupticate and fbrward to the Recqrd_s Management Aqa!yst, Management %vs;ems Division

3. Dept , Division, Sulrlivision & Administering Office Address | FOIEI RECORDS MANAGEMENT DIVISION USE
Date Receivad Application No.  Date Completed

Dept. of Transit Operations - : - _ TN 9 & nas
Rail Maintenance Division/Communications JUNg e 83 qu UN 15 103
1015 E. Ponce de Leon 1. Application 12, Dept. Application Na.

Decatur, GA 30030

4. Person to Contacl 5. Working Titl_c . 6. Telephone Number

Mr. Largx_Roblnson oreman 1.294-3411

-7. Acuan Requested
a. B0 Establish Retention Schedule; record w‘\l continue tc accumulate,

tr. [0 Dispose of present accumulation: no further accumulation anticipated.

c. [ Amend Application No. _ Check One: ' [0 Change: [ Supercede; [ void
8. Dares of Series 9."Records Series Title (foﬂowed by title used in offoce. if differant)
Earliest - Latest ,
bresent Central Control .Radio Communication Repair Series
10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Rail Maintenance is charged with the responsibility of

transit system for the purpose of transporting people to and from their
festinations in a professional, efficient, and economic manner.

7The Central Control function is responsible for the operation and the
maintenance of all electrondic equipment related to the rail system.

r

loroviding a safe, clean, and mechanically and electrically reliable rail |

11. Record Series Deseription This file contains the following docuh'lems finclude form numbou' and tities, if any):
- Attach samples of the file.
Repair services for traln radios, portable radios, zone center

radios, central control radios, and radios logcated in the Summit
Bldg. Also, repairs to the public-address system on the trains
and in the MARTA stations.

The Service Call Forms (pink copy only) (#65-7344 ) used to
identify the problem and the date of the call; and, the
Maintenance Service Call Form fame form ) used to indicate the
repair work required to correct the problem.

Documants relating to:

Included are:\

File is arranged: By calendar year; by month; by different types of radios.

12. Monthiy Reference Rate How often are records referred 1o which are:;

One to six manths old M)% Seven 10 tweive months oid M% ; Thirteen to twenty-four months old__@ - :

twenty-five moenths and older J ?

¥

.

13. Annuat Rate of Accumulation of Records

Letter-size drawgfs —F—“—.'“: Legal-size drawm? —— ;Shﬁ.!V“ ———i ';C'h.hcr Ispecify) ..

3012 (3/76)
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YES | NO ] 14, Questionnaire {Place an X' in tha proper column} , 3
a. Is this the official copy of the series? '
X | If not, where is it? ' )
' h. Does the series contain confidential information requiring security handling? If yes, cite law or ‘regulation.
X ' | ‘ A '
X c. Is this a vital record? ‘ T . - e _—_"j"‘ ._ o ) . B
X 3 Does Bug senns have historiend o Tong leem espnch vitdiie? o o - N T 1 ) o e _ T ~
X v When one on lwull dlocimments i ther THe ke 11 00w v.lu Koy thee ennties Bl Dew o dongg pesaend, condhed thieses docunents I;.u
scheduled separately’ ' ) )

< {. ts the information contalned m this serias ever published? If yes, attach copy.

@. |s the information contlmed m this saries ever anslyzed and/of recorded in a summarized report?
o If yes, attach copy. _

h. s there a duplication of this saries in your office, or in another office or agency?
- it ves, where? _
v i. s this sori&s_ {or 8 major gortion of it} regularly microfiimed? T
e i. Does the racord series resuit in a computer printout?

15. Retention Requirements " The following requi‘r_;s—tho saries t0 be kept:
a. State Law years. d. Audit period — o YRS,
b. Statute of limitation vears. e. Administrative need _.m_ﬁ___ years.

¢. Federal law e e . VBAIS, f. Fedaral retantion nnstfuctcons — Y8arS.

Attach copy or excert of laws or reguiations. Explain adminisirative need, .

This information is used to document trends in malntenance problems of
certain types of units

16.

Approved Disposition Instructions ' This agency recommends that the file series be cut off at the end of each:
PEcatendar Year: [ Fiscal Year: [) Other — then,
B Hold in the cutrent files area —_—— . month{s) ___._il-___- year(s); then

[J Transfer to local holding area; hold vearlsl, then

X Transter to%B%rds Center; hoid year(s); then
7. Dastroy.
O Transter 10 Stare Archives fGr parmanant retention.

0 Othcr (SﬂG‘C.rfy}

These instructions apply to all prior and future sccumulanions ol 1he spres

{indicate briefly rationale {or recomimendations abovesor wiite addoranal remarks):

17.

APPROVALS,_——- v

%%oud Departmaent of Archives and ;-l::;rv ‘ 5:/“[ ;?

Approwd MARTA Managemant Advisory Committee Data

et ]




